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What are the 
USDA required 
elements for the 
Free and Reduced 
Price School 
Meals Application 
and Verification 
Forms Packet?



Benefits of this Training

Quicker turnaround approval of F&R 
Price School Meal Application and 
Verification Forms (DPI)
Earlier submission of F&R Price School 
Meal Application and Verification 
Forms to printers



Application Materials

Design of Application and Related Materials

Foreign Language Translations

Informing Households

Household Applications

Electronic Applications/Scanning Paper Applications

Contents of the Application



Design of the 
Application and 
Related Materials



Application Design

Household Application

Clear and simple in design

Information limited to determine eligibility

Any communication with households for eligibility 
determination must be in an understandable and 
uniform format 



Foreign Language 
Translations



Foreign Language Translations

Application must be in a language that parents    
and guardians can understand.  
• Foreign language applications: 

http://www.fns.usda.gov/cnd/FRP/frp.process.htm

School Food Authorities (SFAs) are 
encouraged to provided assistance.

http://www.fns.usda.gov/cnd/FRP/frp.process.htm


Informing
Households



Informing the Households

Letters to Households:

• Letter must be distributed at beginning of school 
year to all households informing them of school 
nutrition programs available and that meals may be 
available at free or reduced price or that milk may 
be available free

• Paper applications and materials must be available
• Sent no earlier than 4 weeks prior to start of school



Informing the Households con’t

Letters to Households:

• Year round schools (only) may distribute letters in 
June 

• Cannot send application packets home at the end 
of school year for the next school year

• Cannot accept and process applications prior to 
July 1 (except year round)



Informing the Households con’t

Late Enrollments
•Free and Reduced Application, Letter and 

materials must be provided to students that 
enroll after the start of school

Paper-Based Application Process
•All must include application form and 

instructions with the letter



Informing the Households con’t

Computer or Web-based application process
• If SFA uses computer or web-based system, letter 

must inform household how to access system, and 
how to obtain and submit a paper application.  

• May include telephone number or a form to return 
requesting a paper application.



Informing the Households con’t

Contents of Information Letter
• Income Eligibility Guidelines 
NSLP or SBP only include reduced price guidelines with explanation 

SMP w/Free Option - Free guidelines must be included
NSLP/SBP & SMP w/Free Option for Split-Session Kindergarten, 
both sets of guidelines must be included

• Instructions on how to apply
• Explanation – benefits cannot be approved unless it 

contains complete eligibility information as indicated on 
the application and instructions



Informing the Households con’t

Contents of Information Letter con’t
• Food and Nutrition Services (FNS, formerly the Food 

Stamp Program), FDPIR & TANF Explanation
• Head Start/Even Start/Migrant 

Education/Homeless/Runaway Explanation
• Verification Statement
• Application for Benefits anytime during School Year 

Statement
• Unemployment Statement



Informing the Households con’t

Contents of Information Letter con’t
• WIC Statement
• Appeals explanation
• Non-Discrimination Statement
In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from 

discriminating on the basis of race, color, national origin, sex, age, or disability.To file a complaint of discrimination, 
write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll 
free (866) 632-9992 (Voice). Individuals who are hearing impaired or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).  USDA is an equal opportunity 
provider and employer.

• School Food Authority (SFA)contact
information



Household 
Applications



Household Applications

SFAs must provide household applications to families

SFA cannot require separate applications for 
households with some categorical eligibility and 
some who are applying based on household income



Household Applications con’t

In lieu of individual applications SFA may accept list 
from the court or agency responsible for placing the 
foster children.
Reference Policy Memo SP 17-2011, CACFP 08-
2011, SFSP 05-2011Child Nutrition 
Reauthorization 2010: Categorical Eligibility of 
Foster Children (revised)



Household Applications con’t

Foster Children - Court or Agency List must provide:

Child’s name 
List must be signed by appropriate official with title 
and contact information (example: DSS or private 
agency).  This will certify the documentation from a 
reliable source.



Household Applications con’t
Exemptions to Household Applications – RCCIs

Child residing in an RCCI needs either an application for 
each student or an eligibility documentation sheet . 

Must contain child’s name, personal income and signed 
by the appropriate official with title and contact 
information

Children attending, but not residing in an RCCI are 
considered members of their household and their eligibility 
is determined by using household application or through 
direct certification.



Electronic Applications/ 
Scanning Paper 
Applications



Electronic Availability

Internet
SFA may make the application and supporting materials available 
via the internet.
Descriptive materials may also be made available electronically
In addition to paper form, SFAs may establish a system for executing 
household applications electronically and using electronic signatures
Electronic system must comply with the disclosure requirements and 
with technical assistance and guidance provided by FNS
Please refer to the eligibility guidance manual Appendix E (pages 
95-106) or SP 10-2007 
If you wish to use electronic applications you must notify 
the NCDPI office at the time the application is submitted 
for approval.



Electronic Availability

Scanned Applications
SFA may scan paper applications submitted.
Scanning process must meet all regulatory 
requirements, ex. Software/scanner system 
must be able to recognize and accept less than 
whole dollar amounts



Electronic Availability

Note:

USDA and FNS and State Agencies do not evaluate, 
recommend, approve or endorse any software used for 
certification or verification purposes.  There are no Federal or
State specifications for software vendors.  SFAs are responsible
for assuring that the certification and verification processes meet 
all regulatory requirements and policies.  Therefore, if software 
is used to perform any part of the certification or verification
process the SFA must assure the software used is performing 
correctly and meets all requirements.



Contents of the 
Application



Contents of the Application

Application must include:
Privacy Act Statement
Statement explaining the protections of the Privacy Act 
which address the following:
Disclosure of Social Security Number (SSN) is voluntary; 
however, the last four digits of the SSN or indication of none 
is required for approval of application.  
Reference: Policy Memo SP 19-2011, CACFP 09-2011, 
SFSP 06- 2011 Child Nutrition Reauthorization 2010: 
Privacy Protection and the Use of Social Security Numbers 
in Child Nutrition Programs.



Contents of the Application con’t

Attesting statement must be directly above the 
signature block (other statements may be located in other 
areas on the application)

Certifying that:
the person signing is furnishing true information and to advise that 
person that the application is being made in connection with the
receipt of federal funds.  
School officials may verify the information on the application
Deliberate misrepresentation of the information may subject the 
applicant to prosecution under state and federal statutes; and
the Privacy Act statement OR a reference to the Privacy Act 
statement and where the complete statement can be found in the 
application materials



Contents of the Application con’t

Addressing Categorical Eligibility and Income 
Eligibility
Application must provide separate space for a 
member of Food and Nutrition Services (FNS, 
formerly the Food Stamp Program), FDPIR or 
TANF households to list the family members name 
and case number (FSIS, TANF/Work First)
Children who are members of the FNS, FDPIR or 
TANF household must be given the opportunity to 
apply under categorical eligibility criteria.



Contents of the Application con’t

Use of Application for Other Purposes

A school or SFA wishing to require income 
information for purposes other than NSLP, SBP, 
SMP eligibility determination must obtain that 
information through means other than the 
household’s application for F&R price school meal 
benefits.



Required Income Information

Information requested on the application with 
respect to the current income of the household 
must be limited to: Income received by each 
member identified by the household member 
who received that income, or indication of no 
income, and the following are the sources of 
income…



Required Income Information

Source of income
a. Earnings
b. Wages
c. Welfare
d. Pensions
e. Support Payments
f. Unemployment 

compensation

e. Social security
f. Other cash income 

(includes cash amounts 
received or withdrawn 
from any source, i.e., 
savings, investments, trust 
accounts, and other 
resources available to pay 
for a child’s meals or milk



Adult Member’s Signature
Application must be signed by an adult member of the family

Application must contain clear instructions with respect to the 
submission of the completed application to SFA

Household must be permitted to file an application at any time 
during the school year

Household may report any changes in income, household size 
or program participation when student benefits would increase;  
otherwise, the application is approved for the entire school 
year.



Attesting to Information 
on the Application

Application must include a statement, immediately above the space for 
signature:

…that the person signing the application certifies that all information 
furnished in the application is true and correct

…that the application is being made in connection with the receipt of 
Federal funds

…that school officials may verify the information on the application, and

…that deliberate misrepresentation of the information may subject the 
applicant to prosecution under applicable State and Federal criminal 
statutes

Racial and ethnic identity



Direct Certification
Contact NCDPI for the website and access to the Direct Certification 
information for your SFA.

Direct Certification is required for all sponsors.

Access of this information is confidential and shall be used solely for the 
purpose of determining the child’s eligibility.

If possible this data should be no older than four calendar weeks prior to 
the start of each SFA’s school year.  This would be consistent with the 
timeframe for distributing applications.

This process is available daily with NCDPI.



Direct Certification

You must notify the households that:

• Child is eligible for free benefits;
• No further application is necessary; and
• How to notify the SFA if it does not want free benefits for 

directly certified children.  (This information may be 
included in the notice the FNS, TANF, or FDPIR office 
provides the household to present to the school.)



Check List Requirements

Parent Letter

Instructions for applying

Free and Reduced Price School Meals Family Application

Income Guidelines 

Privacy Act Statement 

Non-Discrimination Statement

Sharing Information with Medicaid/SCHIP (has to go in 
packet to parent, but is optional for parent to complete and 
return).



Check List Requirements

Sharing Information with other programs
(optional)

Other Items required:
• Parent Notification Letter
• Direct Certification Letter

Verification Selection Letter 
“We Must Check Your Application”

Verification Results Letter 
“We Have Checked Your Application”



Parent Letter 
Insert Letterhead from the School Food Authority 
(SFA)
All information requested in the [bold bracketed]
fields must be accurately completed, except the FNS, 
TANF parts (see template)
This information should be pertinent to your specific 
SFA
The price for a reduced breakfast cannot exceed $.30 
and the price for a reduced lunch cannot exceed $.40.



Parent Letter 



Parent Letter con’t
However, may not contain:

• A statement that the parent is responsible for charges while 
the application is being processed (30 day carry over status 
from previous school year)

• If SFA decides to encourage parents to return applications 
in a shorter frame a written letter to NCDPI is required 
guaranteeing that 30 operating days are given for free or 
reduced applications processed from the previous school 
year



Parent Letter con’t
Must contain all 17 questions 

• Questions 1, 4, 6, and11 contain [bold bracketed]
information that must be filled in completely by the SFA 
as well as the phone numbers and the signature at the end 
of the page.

• The Privacy Act Statement and Non-discrimination 
statement are included on the parent letter.



Instructions for Applying

4 sets of instructions
• Food and Nutrition (FNS, formerly the 

Food Stamp Program)

• Students that are Homeless, Migrant 
or Runaway, 

• Bold bracketed information 
required to be completed

• Foster Children (2 sets of Instructions)

• All other households



Free and Reduced Price 
School Meals Family Application



Free and Reduced Price 
School Meals Family Application
Part 1.  Children in School Including Foster Child



Free and Reduced Price 
School Meals Family Application
Part 2.  Benefits



Free and Reduced Price School Meals 
Family Application

Part 3.  Homeless, Migrant, Runaway Children



Free and Reduced Price School Meals 
Family Application

Part 4.  Total Household Gross Income



Free and Reduced Price 
School Meals Family Application
Part 5.  Children in School Including Foster Child



Free and Reduced Price 
School Meals Family Application
Part 6.  Children’s Ethnic and Racial Identities (optional)



Free and Reduced Price School Meals 
Family Application

For School Use Only Section



Income Eligibility Guidelines

Use Reduced rates only in the application for NSLP
2011-2012 Published on March 29, 2011



Free and Reduced Price School Meals 
Family Application

Income Eligibility Guidelines (if 
applicable)
Privacy Act Statement*
Non-Discrimination Statement*

*(will need to appear on application even if guidelines are not 
included)



Sharing Information with 
Medicaid/SCHIP

This form must be included 
in the packet to the 
household but is optional for 
the parent to complete and 
return.
Be sure to insert pertinent 
information in the [bold 
bracketed] section



Sharing Information with 
Other Programs

Optional form (only if you 
have other programs, 
(example, PSAT)
Be sure to insert pertinent 
information in the [bold 
bracketed] section
List the specific name of the 
program that the information 
can be shared with



Parent Notification Letter
(Notice to Households of Approval/Denial of 
Benefits)

Fill in all [bold 
bracketed] information
Use Correct Non-
Discrimination 
Statement



Direct Certification

Fill in all [bold 
bracketed] 
information

Correct Non-
Discrimination 
Statement



Verification Letter – Notification 
(We Must Check Your Application)

Fill in the [bold 
bracketed] sections
Ensure that the correct 
version of the Privacy 
Act statement is included
Include Non-
Discrimination Statement



Verification Letter – Notification 
(We Must Check Your Application) – Page 2

Fill in the [bold 
bracketed] sections
Ensure that the correct 
version of the Privacy 
Act statement is included
Include Non-
Discrimination Statement



Verification Letter – Results
(We Have Checked Your Application)

Fill in the [bold 
bracketed] sections
Include Non-
Discrimination 
Statement



Successful Completion



Questions and Answers
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